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UNITED STATES DEPARTUENT OF AGRICULTURE 


AGRICULTURAL ADJUSTMENT ADMINISTRATION cn 
NORTH CENTRAL DIVISION — 

| te 

1939 AGRICULTURAL CONSERVATION PROGRAM “3 


Instructions to State Accountants Relative 
to the Maintenance of Accounting Records 
in the State Agricultural Conservation 
Offices for Recording Transactions in Con- 
nection with Payments Made under tho 1939 
Acricultural Conservation Progren. 


PART al. 
A. GENERAL 
1. All transactions in connection with payments to producers 


4. 


De 


nade from Allotnents 0653 fron Appropriation "Conservation 
and Use of Agricultural Land Resources" shall be recorded 
on the following forns. 


A separate Allotment Ledger account shall be naintained on 
Standard Form 1015a headed as per Sample Forn attached. _. 

A County Record of Payments and Deductions shall be tne, “& 
tained for each county on Standard Form 10l6a, headedigs oy & \, 


per Sample Form attached, to which will be posted the} Be “7h 
amount and reference of each document pertaining to’ pay as “6, % al 
ments made. In the States where Range Payments will b NC Nie teal 
made, separate County Records of Payments and Deductions\%, “%% } 


J. 

fs o % f 

shall be maintained for the Range Payments, and the Farm ore of 
Payments. agit 


Subsidiary Registers of Encumbrances for General Accounting 
Office Suspensions shall be maintained for each county, to 
which will be posted encumbrances for resubmittable suspen- 
sions by the General Accounting Office, and the liquidation 
thereof. 


Since Standard Form 1016a is a short form, it will be 
necessary to post direct settlements, Schedules of 

Collections, Schedules of Canceled Checks, and other 
documents that apply to payments made or collections 


B, 


SO, 


received, to the "Amount" céZumn, which will register 
in the "Audited Vouchers" column of the collated 
Allotment Ledger, and to reserve the first money column 
on the Allotment Ledger for registering Deductions for 
association expense, which will be posted to the fourth 
position of the "Item" column on Form 101l6a, 


POSTING TO COUNTY RECORD OF PAYMENTS AND DEDUCTIONS AND ALLOTMENT 


LEDGER 
ee ~~ 


1. The postings shall be accomplished by machine operation 


to the County Record of Payments and Deductions and to 

the Allotment Ledger simultaneously by superimposing the 
Form 1016a with a carbon on Form 1015a. Form 1016a will 
be front fed; Form 1015a will be rolled into the machine. 
It is not necessary to remove the County Record when 
postings are made to the Allotment Ledger in the. columns 
to the right of the "Audited Vouchers" column. Upon re- 
ceipt of a Schedule of Disbursements (Form ACP-22, the 
posting media) and supporting vouchers (Forms ACP-105) 
Covering payments to producers, the State Accountant shall 
post by voucher to the County Record of Payments and De= 
ductions for Range payments or Farm payments, whiehever is 
applicable, and the collated Allotment Ledger. In the 
"Symbol" column, post the number of applications covered 
by a voucher; in the "Date" column, the date posted; in 
the "Voucher No." column, the voucher number; in the first 
Position of the "Item" column, the county code number; in 
the second position of the "Iten!! column, the bureau 
schedule number; in the fourth position of the "Item! column, 
(hereafter called the "Deductions!! column) the anount of 
deductions for association expense; and in the "Anount" 
column, the "Net Amount Due," ) 


(a) Entries to the County Record of Paynents and Deductions 
and Allotment Ledgers fron documents other than vouchers 
appearing on Schedules of Disburscoments and anounts 
suspended therefrom, (Forms 1174), shall be 
identified by inserting in the third position in the 
"Item" column the form number of the docunent, and 
in the "Voucher" column, the bureau nunber of the 
docunent. 


(b) Where all or part of the 1929 Agricultural Conser- 
vation Progran gross paynent cannot be nado due to 
the $10,000 linitation, the Application for 
Paynent Section will advise the State Accountant 
by a serially numbered nenorandun of the State 
and county code nunber, serial nunber of the 
application involved, and the amount which cannot 


- %3- 


be deductcd. Upon reccipt of these menoranda, 
the State Accountant shall place such nonoranda 
in an outstanding file sending receipt of 
posting instructions from this office. 


3. General Accounting Office suspensions shall be posted fron 
Forms 117A, Preanudit Difference Statements. Enter in the 
"Symbol" colurin the number of applications suspended in 
contra. The total deductions and the net payment suspended 
from a voucher shall be entered on the collated County 
Record and Allotment Ledger as a contra entry to the ; 
"Deductions! and "Anount" columns, respectively, using as 
reference the date suspensions are posted, and the bureau 
number of the voucher from which suspension was made, 

Shift the carriage to the "Encumbrances Authorized" column 
of the Allotment Ledger and enter the amount of resubmittable 
suspensions for a voucher, 


4. When vouchers covering resubmission of items previously sus- 
pended are posted, the amount to be liquidated, indieated by 
the State Accountant in the left-hand column of the Schedule 
of Disbursements, shall be posted to the "Encumbrances 
Liquidated" column, 


POSTINGS TO SUBSIDIARY REGISTER OF ENCUMBRANCES FOR G, A. 0. 
SUSPENSIONS 


1. Subsidiary Registers of Encumbrances shall be maintained 
for each county to which will be posted resubmittable 
General Accounting Office suspensions of applications. 
(Partial suspensions and disallowances are not resubmittabdle. ) 
The file number shall be the State and County Code number. 
As "Description," in the heading of this form, shall be 
entered "General Accounting Office Suspensions." On the 
line provided for "Unit" shall be shown the name of tho 
Stato and county. Immediatcly below shall be shown the 
appropriation number, On the right-hand side of the form 
in the spaces provided shall be shown the State, County, 
and Allotment Code numbers. 


2. Under "Date! shall be the year for the items to be entered, 
and the date of posting shall be shown in the "Date" 
column, In the "Description" column shall be posted from 
the Preaudit Difference Statement the voucher number from 
which the item was suspended and the serial number of the 


ca 


a. ae 


suspended application, In the "Encumbrances Authorized" 
column shall be entered the amount of the suspended item 

and & like amount shall be added to the "Balance Encumbrances 
Authorized" column, When liquidating an cneumbrance for 2 
suspended item, the dates and description shell be entercd 
from a copy of Preaudit Difference Statonent containing a 
notice of resubmission and showing the resubmittal voucher 
nunber and the amount approved for payment. The amount of 
encumbrance previously authorized for this application shall 
be entered in the "Encumbrances Liquidated" colunn. The 
"Balance Encumbrances Authorized" shall be reduced accordingly. 


Total liquidation for one resubnittal voucher (as entered on 


Subsidiary Registor'of Encumbrances) shall be entered on the 


Accountant's copy of tho Schedule of Disbursenents. 


D. BALANCING 


1. 


Be 


When each day's posting is completed, the Allotnent Ledger 
Will reflect, in the "Deductions" column and the "Audited 
Vouchers" column, the entries as made to the several "County 
Records of Payments and Deductions"! superimposed on the 
Allotment Ledger, The difference between the "Previous 
Balance" on the Allotment Ledger at the beginning of the 
posting date and the current "Unencumbered Balance of 
Allotment" must be in agreement with the total of .the 
Schedules of Disbursoments legs suspensions, collections, 
liquidations, allotnonts and othor contra entries posted 
for the day, plus authorized encumbrances and the totals 
of any payment documents other than Schedules of Disburse- 
ments (of Direct Settlenents), 


The total of the "Balance Encumbrances Authorized" columns 
of the Subsidiary Registers of Encumbrances for G A, 0. 
Suspensions for all counties shall equal the difference 
between the "Encumbrances Liquidated" and the "Encunbrances 
Authorized" columns of the Allotnent Ledger. 


ATeatzooedser 

‘suumqTOO ,°ON eoUetTetoy, pue , 6o4eCy 

y  TOQUAS, YITA peyeTToo suuMTOO 4 °ON 
TeyonoA, 4 ‘OFeTy 4“ Toquids, 


pue ‘uumT[oOo ,STeyono, poytTpny, 
UJTIM PEYSTTOO uuMToo ,,4uUNOoUy,, 


*IespeT 

quUouYOTTY UO UUNMTOO 4S wWTyoNpsed,, 

UJTM poqyeTToOo (,,SuOTZONpSd, Pepeoy) 
UUMTOO ,WE4T, UT UoTyTSoOd WIH 


TespeT JUSOMZOTTY YITM pe_xeTTOH 
wiog yo etTdueg peonpey 


*qoexe oq ysnu Sutoeds [Ty - W1OT SUTYOCH 


suotyonped “ON 
qunowy WELI “OA | eed |TOquAS 
sepop F souref{) suotyonped ) ( OTItL 


£yun09 ¥ 3484S) 7 squeuseg Jo proosey £4uN0N) (8 wityetsdosddy 


“on JeOUS BOOT °ON WIOg pIepUeyS 
WEDCTT NOTEAITHLSIAa 


A 
2 
t 
; 
“vt 


* 


= = = me ’ are ' : . 
ct Sapa “sagan Beta tics goetes * taxon" .- ae - “ 
oe waa med on “Senge? Bet fha3" . 2 ] 


i 
i 


c 
‘ 
. 
if 
tf 
ah 
F 
‘> 
54" 
a 
“9 
Pry 
1 
7 
‘ 
oa 
— 
ad 
4 
‘ 


er 


a 
~ 
By 
oy 
a 
a 
7 
aw 
th 
t 
£ 
he 
f > 
¥ 
J 
i 
v 
m 
- 
sy 


ay 
+ 
tid 
” 
‘ 
t 
aA 
y 
bt 
* 
Py 
2 
rt 
’ 
> 
~ 
i 
+ 
, 
rs 


=. * 
- ” * 
* § ‘ 7 
; 
. 
2 Fs me = : nr 
* e | ; a 
i 
: = r ' } - 
’ ee M4 . 
; t 4 ; ; fi 
— « - ‘ , a ' - 
a = nN - - - os 4 


Af 


qUdtI 
-JOTTY FO 
eouerteg | squeu 


pezeq | -F°OTTY 
-—tmoueug, | 


“ON QooUs 


TIOYINY alee 


seouviqnmnougr 


SIOYONOA; (PPY-UON) | 
poytpny | swt qyonpeg 


Spo) P suey o7Fe4S 


= {ff 
ie 


mn | -—- 


*qoexo oq ysnu Sutoeds [Ty - W1O_ outTyoVyy 


a TT 


(eTdues 
peonpey) 
uotydtzoseq ‘yoy! oe! Toqufs |snotaolg 


' Sn Biren nee eee cere eee 


OTIth » UOTPeTAdoOIddy) :Toauixs 


@GTOT *ON WO, paepueys 
VEOCTT INAWLOTTY 


~~ 


. 


dotigirosat - 


jx 
£ 


ites. pact De 


od ae - 
“ny at i Le } ion 7 = ' 
La a : wd . ; : 7 
a a ee, M r 5 ; 1 
hs : : - 4 rt : 
“als ee = - 2 Ps 4 . ., | 
a an 2 a  § z 
. = E . . 2 4 ss 
- x ; : - . ; 
a) 7 : . 
ee <> ‘ : ! “ | . 
he —_ .” re , = : : : 
Be ae ~ .) zs a = 
i“ : ¥ 
a ¢ - . o 2 = ; | ; 3 
; 4 
ae : : 
— z ‘ 
pee ee be : | 
a : | 3 
< yd = > _: < . > = 
ea Ds a s 3 : | 
a a 5 A ‘ ' a att x sa ; . 
hs, ott 3 Fe ie es . Coe | = et 
= x | | a i, : oe 
. H 3 i a" ay —# 
a >  f : 
+75 P: : F : 
. 4 
£ i :. ; E : 
a, ; ; 
- : ; Y s ‘ 
; os 
- nd : i ‘ 
* - - 
ad 
; fe 
ne ws 
- i . : 
. ~ an : 
| | a, 
- | . ; 
: : ; 
+ be 
E zx a 
i ' . 
, : : . 22 } . 
. = | 
* . z . 
| 3 . ' “ . 
: : 3 7 3 ¥ 
y * | : 
iz ; 
* . 
‘ é 
’ { : . aS 
+ 
: a 7 ; . 3 
- < : : = 
: es ; : : oe 
~ be . : 
= 
, 
— : . 
| io 
$ ‘ j ; | 
: ‘ : : oe 
- 7 , 
= : 4 : | 
- . ; 
a t : i rt : = | « a 
; : 
4 ° . i . ‘ i 2 . ; 7 ; 
s. ; i aa : = 
_ - - + _ t q 
j- * > 7 ; d < . 
- : 7 F ms =- 7 
ree : ; ; ; | 
ee . a. - ; ; ; az ; 
7 . i —, ‘ ; : . 


~ 


A, GENERAL 


In the States of Illinois, Missouri, Nebraska, Ohio, 


and Wisconsin, Form NCR-334 will be used for the determination 
of the rate of deduction for county association expenses under 
the 1939 Agricultural Conservation Progran. 


In the States of Indiana, Iowa, Michigan, Minnesota, 


ond South Dakota, Form NCR-334A will be used for the determination 
of the rate of deduction for county association expenses under the 
1939 Agricultural Conservation Program. 


B, PREPARATION OF DATA BY STATE ACCOUNTANT FOR FORM NCR-334 


Upon receipt of a written request from the Application for 


Payment Section for data to be used in determining the rate of 
deduction for administrative expenses of a county association the 
State Accountant shall propare in duplicate and certify a schedule 
which shall be headed and prepared as follows; 


le 


Ce 


Be 


4e 


De 


This schedule shall be headed "Data From State Accountant 
For Form NOR-334,"' 


This schedule shall have four columns with the following 
headings: 


(a) County Name and Code Number 

(b) 1938 Gross Payments 

(c) 1938 Adjusted Association Expenses 
(d) Deductions made for 1938 Expenses 


Enter in column (a) the name and code number of the county 
for which data are being furnished. 


Fron the County Record of Payments and Deductions covering 
the 1938 Agricultural Conservation Program poynents fron 
appropriation 1292215(21).031-0652, enter in column (b) 
the 1938 gross payments which shall be determined as 
follows: 


Add the total of the "Deductions" column 
(after eliminating the NCR-234 adjustments 
posted to the "Deductions" column) to the 
total of the "Amount" column, 


From the County Records of Association Expense Payments 

under Appropriations 1282215(21)3-0609, 1282226(21), and 
1292226(21)-0658, and the County Record of Payments and 

Deductions under Appropriation 1292215(21).031-0652, 


Se 


Qe 


a eS 


entcr in column (c) the adjusted amount of 1938 associa- 
tion expenses which shall be determined as follows: 


From the total of the county association expenses 
applicable to the 1938 Agricultural Conservation 
Program, deduct the net credit or add the net 
debit posted from Form NCR-234 to the "Deductions! 
column on the County Record of Payments and De- 
ductions under Appropriation 1292215(21).031-0652. 
(The county association expenses applicable to 
the 1938 Agricultural Conservation Progren shall 
be the sum of the totals of the "Range Progran,"! 
"Commodity Loans Program," "Marketing Quotas 
Program," and “Agricultural Conservation Program!" 
columns on the County Records of Association 
Expense Payments. ) 


From the County Record of Payments and Deductions under 

Appropriation 1292215(21).031-0652, enter in column (a) 
the total of the "Deductions" column (after eliminating 
Form NCR-234 adjustments posted to the "Deductions" 
or for the county listed on the same line in column 
a). 


Enter beneath the foregoing data the date as of which the 
tabulation was taken, 


To the right of the date, the State Accountant shall 
insert the words "Certified Correct" following the last 
entry on the schedule and shall sign and enter his 
title immediately beneath such certification, 


Forward the original of the schedule to the Application 
for Payment Section and retain the duplicate copy ina 
pending file until all Forms NCR-334 to which it re- 
lates have been received, 


C. PREPARATION OF DATA BY STATE ACCOUNTANT FOR FORM NCR-334A 


Upon receipt of a written request from the Application for 


Payment Section for data to be used in determining the rate of de- 
duction for administrative expenses of a county association, the 
State Accountant shall prepare in duplicate and certify a schedule 
which shall be headed and prepared as follows: 


as 


This schedule shall be headed "Data From State Accountant 
For Form NCR-3344<, "! . 


Be 


De 


Oe 


Te 


8. 


a = 


This schedule shall have three columns with the following 
headings: 


(a) County Name and Code Mimber 
(ob) 1938 Adjusted Association Expenses 
(c) Deductions Made for 1938 Expenses. 


Enter in column (a) the name and code of the county for 
which data are being furnished, 


From the County Records of Associntion Expense Payments 

undor Appropriations 1282215(21)3-0609, 1282226(21), and 
1292226(21)-0658, and the County Record of Payments and 

Deductions under Appropriation 1292215(21).041-0652, enter 
in column (b) the adjusted amount of 1938 association ex- 
penses which shall be determined as follows: 


From the total of the county association expenses 
applicable to the 1938 Agricultural Conservation 
Progran, deduct the net credit or add the net 
debit posted from Form NCR-234 to the "Deductions" 
column on the County Record of Payments and De- 
ductions under Appropriation 1292215(21).031-0652. 
(The county association expenses applicable to 
the 1938 Agricultural Conservation Program shall 
be the sum of the totals of the "Range Program," 
"Commodity Loans Program," "Marketing Quotas 
Program," and "Agricultural Conservation Program" 
columns on the County Records of Association 
Expense Payments. ) 


From the County Record of Payments and Deductions under 
Appropriation 1292215(21).031-0652, enter in column (a) 
the total of the "Deductions" column (after eliminating 
Forn NCR-234 adjustments posted to the "Deduc tions" 
column) for the county listed on the same line in colunn 


(a). 


Enter beneath the foregoing data the date as of which the 
tabulation was taken, 


To the right of the date, the State Accountant shall 
insert the words "Certified Correct" following the last 
entry on the schedule and shall sign and enter his 
title immediately beneath such certification. 


Forward the original of the schedule to the Application 
for Payment Section and retain the duplicate copy in a 
pending file until all Forms NCR-3344 to which it relate6é 
have been received. 


D. 


add in 
POSTING DATA FROM FORM NCR-334. 


As oach Form NCR-334 is received, the State Accountant 
shall check such form to his file copy of the schedule headed 
"Data From State Accountant For Form NOR-334," 


If Item 11, NCK-334, has been changed, note that 
corresponding corrections have been made in Item 15, NCR-334, 


Where Item 11, NCR-334, is less than the current postings 
of the "Amount" column plus the "Deductions" column on the County 
Record of Paynents and Deductions by one percent or more at the 
tine Form NCR-334 is recoived, the State Accountant shall call 
the attention of the Application: for Payment Section to such fact. 


In no case shall the State Accountant post from a Form 
WCR-334 involving discrepancies until clearance has been received 
from the Application for Payment Section, 


After all checking has been comPleted, the State Accountant 
shall post as follows: 


1. From Form NCR-334 post only to the 1939 Program County 
Record of Payments and Deductions the Items which affect 
the deductions and credits for a county association as 
follows: (Do not post to Allotment Ledger.) 


(a) If there is an entry in Item 16 of Forn NCR-334, 
post the anount in red to the column headed 
"Deductions." 


(b) If there is an ontry in Item 18 of Forn NCR-334, 
pest the ancunt in black toa the column headed 
"Deductions, !! 


(c) Post the sun of the entries in Itens 19 and 20 
of Form NCR-334 in black to the column headed 
"Deductions,"! 


(d) On the same posting line for the above entries, 
enter in the "Item" column in the first position 
"334", and enter in the second position the date 
of certification by the Chairman of the State 
Conmittec, 


&e Post only to the County Record of Paynents and Deductions 
for the 1938 Agricultural Conservation Progran the 
following: (Do not post to Allotnent Ledger, ) 


(a) In the "Iten" column entor "334" and the date of 
certification by the Chairman of the State Connittce. 


- li - 


(b) If there is an entry in Iter 16 of Forn NOR-334, 
pest the anount in black to the column headed 
"Deductions," 


(c) If there is an entry in Item 18 of Form NCR-334, 
post the anount in red to the column headed 
"Deductions," 


EB. POSTING DATA FROM FORM NCR-334A 


As each Form NCR-334A is received, the State Accountant 
shall check such form to his file copy of the schedule headed 
"Data From State Accountant For Form NCR-3344." 


After all checking has been completed, the State Accountant 
shall post as follows: 


1. From Forn NCR-334A post only to the 1939 Progran County 
Record of Payments and Deductions the items which affect 
the deductions and credits for a county association as 
follows: (Do not post to Allotment Ledger.) 


(a) If there is an entry in Item 13 of Form NCR-334<A, 
post the anount in red to the column headed 
"Deductions, " 


(bd) If there is an entry in Item 15 of Form NCR-334A, 
post the amount in black to the column headed 
"Deductions." 


(c) Post the sum of the entries in Items 16 and 17 
of Forn NCE-334A in black to the column headed 
"Deductions." 


(d) On the sane posting lines for the above entrics, 
enter in the "Iten" coluin in the first position 
Nog4A" and entor in the second position the date 
of certification by the Chairman of the State 
Conmittecc. 


2. Post only to the County Record of Payments and Deductions for 
the 1938 Agricultural Consorvation Progran the following: 
(Do not post to Allotnent Ledger. ) 


(a) In the "Iten" colunn onter "334A" and tho 
date of certification by the Chairman of the 
State Conrittec. 


(b) If there is an entry in Itom 13 of Form NCR-3344A, 
post the amount in black to tho colunn headed "Deductions." 


(c) If there is an entry in Iten 15 of Forn NCR-3344, 
post the anount in red to the colunn headed "Deductions 
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DATA FROM STATE ACCOUNTANT FOR FORM NCR-334 


County Nene 1938 1938 Adjusted : Deduc tions 
an Gross Association ‘ Made for 
Code Number Payments Expenses ‘ 1938 Expenses 


Pe eee eee ee 2 ee 


Certified Correct 
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State Accountant. 
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DATA FROM STATE ACCOUNTANT FOR FORM NCR-334A 


County Name 1938 Adjusted 


: ‘ Deductions 
and. Association Made for 
Code lumber Expenses 1938 Expenses 


a ‘ (b) (c) 


Certified Correct 


State Accountant 
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I 


PART DDT 


Effective immediately, the following reports shall be for- 


warded to the North Central Division, Washington, D. ©., at such 
tines and in such manner as described below; 


1. 


ae) 
° 


Seni-Weekly Reports 


(a) A seni-woekly report of cunulative net payments shall 
be submitted for all Programs conducted by your State. 


(db) This report shall be submitted as of the close of 
business of each Monday and Thursday throughout the 
year in the same manner as heretofore. 


Form NCR-236, "Cumulative Allotment Ledger Totals for 
Week/Month Ended ee te 


(a) Form NCR+-236 shall be submitted weekly end monthly. 


(b) ‘The compilation of the weekly NOR-236 shall include 
all allotment ledger transactions for all allotments 
made to the State office under the existing appro- 
priations through Wednesday of each week and shall.: 
be mailed in duplicate at the close of business on 
Wednesday night. The monthly report shall be mailed 
in duplicate no later than the second business day 
following the close of cach month. 


(c) The notation "Same as previous weck" or sinilar 
notations shall not be used in the compilation of 
NCR-236, All cumulative allotment ledger totals 
shall be reported. 


Monthly Statononts of Allotnent Transactions 


A Monthly Statenent of Allotment Transactions shall be sub- 
mitted in triplicate for all accounts that are officially 
naintained in the State office. 


Cumulative Summary by Gounties of the County Record. 
of Payments and Encumbrances 19236 fFrogran 


A curwmlotive summary by counties of the County Record of 
Payments and Bncunbrances shall be submitted in duplicate 
soni-annually for the periods ended Juno 30 and Decenber Sl 
of cach year. 


De 


Ge 


- 15 - 


Cunulative Summary by Countics of the County Record of 


Expenditures and Deductions (1937 Progran 


A cunulative suwimery by counties of the County Record of 
Expenditures and Deductions shall be submitted in dupli- 
cate quarterly for the periods ended March 31, June 30, 
Scptenber 30, and Decenber 31, 


Cunulative Sunnary by Counties of the County Record of 


Poynoents and Deductions 


(a) A cunulotive summary by counties of the County Record 
of Paynonts and Deductions of the Range Progran pay- 
nents and Farm Progremn paynents for the 1938 Agricul- 
tural Conservation Progran shall be submitted in 
duplicate at the end of each month. 


(o) A cunulative summary by counties of the County Record 
of Payments and Deductions of the Range Program pay- 
nents and Farm Progran payments for the 1939 Agricul- 
tural Conservation Program shall be submitted in 
duplicate at the end of each month. 


(c) A cumulative summary by counties of the County Record 
of Feynents and Deductions for the 1937 Sugar Progran 
shall be submitted in duplicate quarterly for the 
periods ended March 31, June 30, September 30, and 
December 31. 


(d) <A cumulative sumiary by counties of the County Record 
of Payments and Deductions for the 1938 Sugar Progren 
shall be submitted in duplicate at the end of each 
nonth. 


(e) A cumulative summary by counties of the County Record 
of Payments and Deductions for the 1937 Cotton Price 
Adjustment Program shall be subnitted in duplicate at 
the end of each month, 


(f) A curmlative summary by counties of the County Record 
of Payments for each Comnodity under the Price Adjust- 
nent Program shall be subnitted in duplicate at the 
end of cach month, 


(zg) A cunulative summary by counties of the County Record 
of Crop Ingurance Premium Advances shall be submitted 
in duplicate at the end of each mouth, 


8. 


2" 16 = 


Cumulative Summary by Counties of the County Record 
of Association Expense Payments 


A cumulative summary by counties of the County Record 
of Association Expense Payments showing a break-down 
by appropriation and by distribution of expenses, shall 
be submitted in duplicate at the end of each month. 


Statements of Reconciliation with Regional Disbursing Offices 


When Monthly Summary Statements of Disbursoments (Form 1065) 

and Monthly Summarics of Collections (Form 1045) have beon 
received from the Rogional Disbursing Office and reconciliations 
made with the Allotment Ledger accounts offically maintained 
in your office, statements of such reconciliations shall be 
prepared in duplicate and forwarded immediately. 


B, GENERAL 


1. 


The original copy of the last sheet of all reports submitted 
to Washington shall be certified by the State Chairman and 
the State Accountant. 


All monthly reports shall be submitted to Washington no 
later than the second business day following the close of 
each month, and shall include all transactions through 
the close of business of each nonth. 


Prior to forwarding reports to Washington, verification as 
to their accuracy should be made. In the instances of 
Allotment Ledger transactions, the total of the minus 
columns plus the "Unencumbered Balance of Allotments" column 
should be equal to the total of the plus colunns. In the 
instances of cumulative summaries of Payments by Counties, 
the total payments for all counties within the State should 
be equal to the Audited Vouchers plus Direct Settlements 
minus Reimbursable Collections of the Allotment Ledgers for 
the 1926 and 1937 Prograns; and in the case of 1938 and 1939 
Programs, the total payments of all the countics within the 
States should be equal to the total of the NAudited Vouchers" 
colunun for the appropriate Allotment Ledger account. 
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NCR-State 307(C1) (Adv.) a Issued April 26 


A, 


3B. 


UNITED STATES DEPARTUENT OF AGRICULTURE 


- AGRICULTURAL ADJUSTIENT ADMINISTRATION 
s . CROP INSURANCE PREMIUM ADVANCES 


— eee 


Instructions to State Accountants Relative 
the Maintenance of Accounting Records in th 
State Agricultural Conservation Offices for 
Recording Transactions in Connection with C 
Insurance Premium Advances, 


GENERAL 


Met es HF 


to 
eC. 


rop 


1. <All transactions in connection with advances to producers for 
the purpose of assisting them to insure their crops with the 


Federal Crop Insurance Corporation made from all 
under appropriation 1292215(21).031- Conservatio 


otment 0679 
n and Use of 


Agricultural Land Resources, Department of Agriculture, 1939 
(AAA) (Conservation Payments) shall be recorded on the follow~ 


ing forms. 


2, A separate Allotment Ledger account shall be mai 
Standard Form 10154, 


3, A County Record of Crop Insurance Premium Advance 


ntained on 


es shall be 


maintained for each county on Standard Form 10154, The purpose 
of this form is to reflect at all times the total of premium 
advances made to the Federal Crop Insurance Corporation and the 
anount of collections that have been made by deductions from 


payments due the producer under the 1938 Agricul 


tural Conserva- 


tion Program and collections which have been made by means of 
set-off from payments duc the producer under programs other then 


the 1938 Agricultural Conservation Progran,. Thi 


represent a combined County Record and Subsidiary Regis 


Encunbrances. There will be posted to this form 
roforence of cach document pertaining to advance 
collections roceived. 


SET-—OFFS 


Crop insurance promiun advances made pursuant to Form ACP-1 
shown on the Register of Indebtedness in the State office. 
advances (charged to Appropriation 1292215(21).031-Account Sym 


No, 0679) will be set-off against any payment due th 
under any program, 


s form Wi 


the. 2 
gs ned 


e applicant 


BEél 92 AV 


OLIN 


, PA 
7 


aa ae 


If a set-off for a crop insurance premium advance is made from a 
payment other than a payment under the 1938 Agricultural Conserva- 
tion Program, The amount of the set-off shall be credited to your 
Farm Payment Allotment Ledger under Appropriation 1292215(21).031 - 
Account Symbol No, 0652, and will be posted as a set-off collection 
to your County Record of Crop Insurance Premium Advances under Appro- 
priation 1292215(21),031 - Account Symbol No. 0679, If a set-off 


for a Crop insurance premium advance is nade from a payment under 
the 1938 Agricultural Conservation Program, the anount of such ad 
vance will be deducted fron the net payment to the applicant. In 
such cases, post the credit to your County Record of Crop Insurance 
Prenivun Advancos only in the "1936 ACP Collections" column. 


C. COUNTY RECORD OF CROP INSURANCE PREMIUM ADVANCES 


et 


The posting to this forn sae be accomplished by machine operation. 


1. Hoading of Form. 


The County Record of Crop Insurance Premium Advances shall be 
headed as per sample forn attached. 


2. Posting. 


The posting media to the County Record of Crop Insurance Preniun 
Advances shall be: 


(1) 
(2) 
(3) 
(4) 


(5) 


ae 


Form ACP-101, Schedule of Requests for Advances for Paynent 
of Crop Insurance Preniuns, 


Standard Form No. 1081, Schedule of Adjustnents, for the 
States of Minnesota, Nebraska, and South Dakota. 


Standard Form No. 1064, Schedule of Disbursements, for the 
States of Illinois, Indiana, Iowa, Michigan, Missouri, Ohio, 
and Wisconsin, 

Form ACP-2c2, Schedule of Disbursements. 

Standard Form No. 1096, Schedule of Voucher Deductions. 


Upon receipt of Form ACP-101 from the Application for Pay- 
ment Section, post as follows; 


(1) Enter in the "Symbol" column the total number of crop 
insurance applications shown in column "(a)" of Form 
ACP-101, (representing the mumber of applications for- 
warded to the Federal Crop Insurance Corporation). 


(2). Enter the date of posting in the "Date" colunn, 


Saf CRO coe 


(3) Entor the adninistrative minber of Form ACP-101 in the 
"Reference No," colunn. 


(4) Enter in the second position of the "Description 
column the docunent form nunber. 


(5) Enter in the "Encunbrances Authorized" colunn the total 
anount shown at the bottom of Form ACP-101 reflecting 
this anount in the "Balance to be Collected" coluwuin, 


b. Upon receipt of Standard Form No. 1081 from the Application 
é for Payment Section, post as follows: 


(1) Enter the date of posting in the "Date! column, 


(2) Enter in the "Reference No." column the schedule number 
of” Form’ 10st. 


(3) Enter in the first position of the "Description" column 
the nunber of crop insurance applications entered opposite 
the Form 1080 Paying Office No. shown in the first 
colunn of Form 1081. The Form 1080 Paying Office Noe 
will be the administrative mamber of the corresponding 
ACP-101. : 


(4) Enter in the second position of tho "Description" colunn 
- the document form number "1081", 


(5) Enter in the "Audited Vouchers" column the anount shown 
opposite the Form 1080 Paying Office No. entered in the 
first column of Form 1081 and enter in the "Encumbrances 
Liquidated" column the amount of encunbrances previously 
set up for the corresponding ACP-101, reflecting such 
entry in the "Balance to be Collected" column. 


c. Upon receipt of Standard Form No. 1064 fron the Application 
for Paynent Section post as follows: _ 


(1) Enter the date of posting in the "Date" column, 


(2) Enter in the "Refcrence No." colunn the bureau schedule 
nunber of Form 1064, 


(3) Entor in the first position of the "Description" colunn 
the nunber of crop insurance applications entered opposite 
the Form 1080 Paying Office No. shown in the "Burcau or 
Offico Voucher No." column of Forn 1064. The Forn 1080 

Paying Office No. will re the adninistrative nunber of 
the corresponding ACP-101l. 


(4) Enter in the socand position of the "Description" colunn 
the docunent forn nunbor "1064", 


D. 


(5) 


opposite the Form 1080 Paying Office No. and enter in the 
"Encumbrances Liquidated" column the amount of encum 
brances previously set up for the corresponding AOP-101, 
reflecting such entry in the "Balance to be Collected" | 
column, ws 


[mel 4 _— . 
Enter in the "Audited Vouchers" column the amount shown 


d. Upon receipt of Form ACP-22 from the: Application for Payment ~ 
Section showing thereon deductions for Crop Insurance Premium 
advances from 1938 Agricultural Conservation Program payments, ¢ 


post 
(1) 
(2) 


(3) 


(4) 


e. Upon 


as follows: 


Enter the date of posting in the "Date'column, 


‘Enter in the "Reference No." column the schedule number 


of the ACP-22, ‘ 


Enter in the second position of the "Description" column 
the document forn. number "Ze2",” 


Enter in the "1938 ACP Collections" column the amount of ~ 
deduction for the crop insurance premium advance (indi- | 
cated on the AQP-e2 by being enclosed in parentheses 
followed by an asterisk), Such entry will reduce the 
balance of advances.to be collected and will be reflected 
in the "Balance to be Collected" column, 


receipt of Standard Form 1096 from the Application for 


Payment Section post as follows: 


(1) 
(2) 


ALLOTMENT LEDGER 
The posting to this forn shall -be accomplished by machine operation, 


1. Hoading of Form. (Sce sanple forn attachcd) 


Enter the date of posting in the "Date! column, 


Enter in the "Reference No." column the schodule number | 
of the standard form 1096. : 


f 
Enter in the second position of the "Description" column 


-the document form number "1096", 


Entcr in the "Sot-off Collections" column the anount of 
deduction for a crop insurance premiun advance, Such | 
entry will reduce the balance of advances to be collected 
and will be refloctcd in the "Balance to bo Collected" : 
column, 


ie 


a. Enter the number of the shoct opposite "Sheet Mmber." 

bs Enter the appropriation and title onposite "Synbol," 

Ce Enter the State name and Code No. in the center of the shcect. 

d. Entor tho appropriation ond allotment code nunbers 

3 "1292215(21).031-0679" at the right-hand side of the shect 
innediately bolow "Sheet No," 

Posting. 


The posting media to the Allotment Ledger shall be: 


ae 


De 


(1) Allotment Advices. 


(2) Form ACP-101, Schedule of Requests for Advances for Payment 
of Crop Insurance Premiums, 


(3) Standard Form No. 1081, Schedule of Adjustments, for the 
States of Minnesota, Nebraska, and South Dakota. 


(4) Standard Form No. 1064, Schedule of Disbursements, for the 
States of Illinois, Indiana, Iowa, Michigan, Missouri, 
Ohio, and Wisconsin, 


Allotment Advices. 


Upon receipt of an allotment advice fron Washington, post as 
follows; 


(1) Enter in the "Datel column the date of the allotment advices 


(2) Enter in the "Reference No." column the allotment advice 
numbore * 


(3) Enter in the tAllotnents" column the amount of the allotnent, 
reflecting such amount in the "Unencunbered Balance of 
Allotnent" colunn,. 


Upon receipt of Form ACP-101 from the Application for Paynent 
Section, post as follows; 


(1) Entor in the "Symbol" colunn the nunber of applications 
shown in colunn "(a)" of Forn ACPp-101, (representing the 
nunbor of applications forwarded to the Federal Crop 
Insurance Corporation). 


(2) Entor in the "Date" column the dato of posting. 


(3) Entor in tho "Reference No." column the adninistrative 
nunbor of Forn ACP-101. 


Ce 


Ce 


(4) 


(5) 


eh Pea 


Enter in the second position of the "Description" column 
the county code number. 


Enter in the "Encumbrances Authorized" column the total 
amount shown at the bottom of Form ACP-101, reflecting 

such amount in the !'Unencumbered Balance of Allotment" 

ae 


‘Upon receipt of Form 1081 from the Application for Payment 


Section, post as follows; 


(1) 
(2) 


(3) 


Enter in the "Date" column the date of postinge 


Enter in the "Reference No." column the schedule number 
of Form 1081, 


Entor in tho first position of tho "Description" column 
the total number of applications shown in the first column 
of Form: 108k, 


Enter in the second position of the "Description" column 
the county code number, 


Enter in the "Audited Vouchors" column the total anount 
of the schedule. 


Enter in the "Encunbrances Liquidated" colunn, the total 
anount previously encumbered for the corresponding items, 


Upon tho receipt of Standard Form 1064, Schedule of Di sburse- 
nents, from the Application for Payment Section, post as 
follows: 


(1) 


Enter in the "Date" column the date of posting. 


Enter in the "Reference. No." column the bureau schedule 
number of Form 1064, 


Enter in the first position of the "Description" column 
the total number of applications shown in the "Bureau or 
Office Voucher No." column of Form 1064, 


Enter in the second position of the "Description" column 


the county code number, 


ee 
Enter in the "Audited Vouchers™ column the total amount 
of the schedule, ; 


Entcr in the "Encumbrances Liquidated" column, the total 
amount previously cneumbered for the corresponding items. 


E. BALANING 


1. 


4e 


When each day's posting is completed, the totals of the "Audited 
Vouchers", "Encumbrances Liquidated" and "Encumbrances Authorized" 
columns of the Allotment Ledger. must be in agreement with the sum 
of the totals of the respective columns on the County Records of 
Crop Insurance Premium Advances for all counties, 


The sum of the totals of the "1938 ACP Collections" columns on the 
County Records of Crop Insurance Premium Advances for all counties 
must be in agreement with the total of all crop insurance premium 
advances deducted from the 1933 Agricultural Conservation Program 
payments on Forms ACP-<c,. 


The sum of the totals of the "Sct-off Collections" columns on the 
County Records of Crop Insurance Premium Advances for all counties 
must be in agrecuent with the total of all set-offs for crop insur- 
ance premium advances made through the nediun of standard Form No. 


"1096. 


The sum of the totels of the "Audited Vouchers", "Encumbrances 
Authorized", and "Unencunbered Balance of Allotments" columns must 
be in agreement with the sum of the totals of the "Encumbrances 
Liquidated" and "Allotments" columns of the Allotment Ledger. 


The sum of the totals of the "Audited Vouchers", "Encumbrances 
Authorized", and "Balance to be Collected" columns must be in agree- 
nent with the sum of the totals of the "Encumbrances Liquidated", 
11928 ACP Collections", and "Sot-off Collections" columns on the 
County Records of Crop Insurance Premium Advances. 


F, REPORTS 


1. 


Wookly Report of Crop Insurance Premium Advences. 


A report of the cumulative payments for Crop Insurance Preniun 
Advances shall be submitted by letter immediately following the 
close of business every Monday and Thursday night, showing thereon 
the number of applications forwarded to the Federal Crop Insurance 
Corporation and also the number of applications forwarded to the 
Regional Disbursing Office. This report should be included with 
the regular report that is now being submitted. 


A trial balance total of the County Record of Crop Insurance 
Premium Advances shall be submitted in duplicate at the ond of 
coach month with the othor monthly reports that aro now being 


Saat 


submitted, This report shall also show in the "Symbol"column 
the number of applicétions forwarded to the Federal Crop 
Insurance Corporation and in the "Description" column the net 
number of applications for crop insurence premium advances 
forwarded to the Regional Disbursing Office. 


Approved this 26th day of April, 1939, 


At 
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Claude R. Wickard, 
Di rector: 
North Central Division, 
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